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Chapter 4 -- Using the Column Picker

The column picker is a tool that allows you to set the columns in a display
screen. You can add and delete columns as desired, as well as adjust their
sizes. The column picker is the small square at the top right hand inside of the
column display area, circled below. The column picker is an extremely useful
tool, since it allows you to customize the screen to display the columns you need,
and eliminate those that you do not. Saving the columns to your desired settings
can save time and make the display screens more effective. Often the default
settings are not well suited for use by a cataloger.

To view the Item Status screen, press F5. For further information about the Item
Status screen, see Chapter 16 — The Item Status Screen. The columns
displayed in the Item Status screen below are Barcode, Call Number, Author,
Title, Location, Circulation Modifier, Location, TCN and ISBN. The column
names are listed in the same line as the column picker.

@ 1: hm-cat1 @HMMPL -sarahc.evergreen.lib.in. us

File Edit Search Circulation  Cataloging  Acquisitions  Booking Admin {-)  Help
173950 | 2 Record Buckets | 3 Item Status | 4= a
Item Status

Scan Item

Bl Submit ] [ Upload From File Ackions For Catalogers  Actions For Selected Iteg
# Barcode Call Murnber Author Title Location Circula... Lo .. TCH ISBM
List Actians ~ ] Trim List (20 rows) [ Strict Barcode [] Auto-Brint Hold and Transit Slips
Mo record matked for averlay,
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You will find the column picker in many screens, including the Item Status
screen, above, and the Holdings Maintenance screen, below, as well as Z39.50,
Copy and Record Buckets, View Holds, Check-In, and others.

@ 1: hm-cat1 @HMMPL -sarahc.evergreen.lib.in. us

File Edit Search Circulation  Cataloging  Acquisitions  Booking

173950 | 2 Record Buckets | 3 Trem Status | 4 Bib Record: 0176951735 | 4

Admin {-)  Help

a

Record Summary { Add ¥olumes ) { ¥Yiew MARC )

Title: Audition : a memoir
Author:  ‘Wwalters, Barbara
Bib Call #: Pn4574.%28543 2008

Holdings Maintenance

HMMPL Hussey-Mayfield Memorial Branch

Shaws Yolumes Show Ttems [ Hide Empty Libs

# LocationjBarcade

Edition:
Pub Date: 2003

1st ed. TCN:

Search Results

o0l76951785
Database ID: 14952651

Record Owner:

Created By: admin
Last Edited By: btplb-catl
Last Edited On: 2012-10-09 1:24 PM

s Limits | Thic Specialized Library

Consortial Tokal: 88 Available: 85

Circulation ... Loan Duration | Location

Price

List Ackions -

<

1 =l Eiz-IM : Evergreen Indiana _
2 = ZPL : Zionsville Public Library

3 = HMMPL @ Hussey-Mayfield Memorial Branch

4 =l B WALTERS WALTERS

5 33946002006825 book : book ¢ Long Biographies . End of Monfiction section . Znd Floor 29,95

=

Actions for this Record

w

Actions for Selected Rows

Part Status | 57
v o

Yolumes

Copies

Alert Message
Barcods

N Prefix

Call Murnber

N Suffix
Circulate As Type
Circulation Library
Circulation Modifier
Circulate?

Copy ID

Copy Mumber
Classification
Deposit Amount
Deposit?

Due Date

Fine Level
Holdable?

v Loan Duration

<

v Location
OPAC Visible?
Cwning Library

w Price
Reference?

v Part
Cuality

v Status

Restore Defaults

Mo record marked for overlay.

When you click the column picker, a drop down list of columns opens, as seen
above. Different columns are available on different screens. The columns that
appear on the list with a checkmark next to them are the columns that are

currently selected for display.
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If you do not want that column to display, simply click on that line in the drop
down list to remove the check mark.

Below you can see that by removing the check mark next to Price, that column is
no longer shown in the column display area.

# Location/Barcode Circulation Mo Loan Duration Location Fart Status |
1 = EGG-IM : Ewergreen Indiana v #
2 = ZPL ; Zionsville Public Library
3 = HMMPL : Hussey-Mayfield Memorial Branch ﬁ Yalumes
4 =l B WALTERS WALTERS Copies
5 33946002006525 book : book i m... Long Biographies . End of Manfiction section . 2nd Floor Alert Message
Barcode
I Prefix
Call Number
I Suffix

Circulate As Type
Circulation Library
w Circulation Modifier
Circulake?
Copy ID
Copy Mumber
Classification
Deposit Amount
Deposit?
Due Date
Fine Level
Haldable?
v Loan Duration
w Laocation
OPAC Visible?

Cwning Library
Reference?

To add columns to the column display area, click on the column name in the drop
down list to add a check mark next to the name. In the example below, the Price
column has been selected. As soon as the check mark is placed next to the
column name, the column appears in the display, as shown.

# LocationjBarcode Circulation ... | Loan Duration | Location Price Part Status | B
1 = EG-IM : Evergreen Indiana v #
2 = ZPL : Zionsville Public Library
3 =l HMMPL : Hussey-Mayfield Memarial Branch Volumes
4 = B WALTERS WALTERS Copies
5 3946002006828 book : bock ;... Long Biographies . End of Monfiction section . 2nd Floor 29.95 Alert Message
Barcode
CM Prefix
Call Nurnber
CN Suffix

Circulate As Type
Circulation Library
Circulation Modifier
Circulate?
Copy ID
Copy Mumber
Classification
Deposit Amaunk
Deposit?
Due Date
Fing Level
Holdable?
v Loan Duration
w Location

OPAC Yisible?

Owning Library

<
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The widths of the columns in most column picker displays are also adjustable.
To adjust the width of a column, place your cursor over the small lines between
the column names. Red boxes are drawn around these lines in the example
below. Your cursor will change to the horizontal resize symbol when placed over
a line. This symbol is a double arrow, as seen to the left of the Author column
below. You can then click and drag the lines from side to side by holding down

your mouse key as you move the mouse right or left to adjust the column width
wider or narrower.

Item Status

33946002006828 -
Scan Item
Barcods: | Submit ] Upload From File ]
# DBarche DCaII Mumber +—rauthor itle
1 339460020... B WALTERS WALTERS Walkers, Barbara Audition ; a memoir

Here you can see how the Barcode column has been widened, compared to the
image above.

Item Status

33946002006828 --
Scan Item
Barcods: Submit ] [ Upload From File
# Barcode Zall Mumber Authaor Title:
1 33946002006525 B WALTERS WALTERS Walkers, Barbara Audition : a memoir

NOTE: If you change the size of the staff client window, it can affect the width of
the columns displayed.
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The column order can also be rearranged. Click on the column title and drag it
without releasing the mouse button until the vertical line is in the location where
you would like the column. The title of the column you are dragging will turn
white, as seen below:

1739,50 || 2 Record Buckets | 3 Item Status | 4 Bib Record: 01769517385 | +

Item Status

339460020068238 -
Scan Item
Barcode: Subrmit, ] [ pload From File Alcernat
L3 Batcode Zall Murmnber Title Location
1 33046002006328 B WALTERS WALTERS ‘Walters, Barbara Audition @ a remoir Biographies . End af ...

When you release the mouse button the column will appear where you have
placed it, note that the Author column below is now after the Title column:

Item Status

33946002006828 -
Scan Item
Barcode: Subrnit ] [ pload From File
# Barcode Call Mumber Title Author
1 33946002006525 B WALTERS WALTERS Audition @ a menmoir ‘Walters, Barbara f
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Once you have adjusted the columns to your desired settings, you can save your
preferences.

To save your settings, click the List Actions (Alt + L) button in the bottom left
hand corner of the screen to open the List Actions Menu. Select Save Column
Configuration (Alt + S).

Copy Lisk C3Y ko Clipboard
Prink Lisk CSY

Print List Expanded Format
Save Lisk 3% to File

Save Column Configuration

|§List Actions - | [ Prink ] [] Trim List {20 rows) [ ] Strict Barcode

This will save the selected columns for the current screen, so that the next time
you use this function your column settings will be the same.

NOTE: You will have to set up and save the columns as desired for each function
screen, as they have different column options.

NOTE: The settings are saved to the workstation and not the user log-in, so be
aware of this if you are using a shared computer.
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